
APPLICATION FOR RECORDS RETENTION SCHEDULE 

Attention: Scheduling Section. 

-~ 
Working Title Telephone Number 

656-2547 
~ ~~~ . ~ .~ ~~ __  ~~~ 

Ann E. Lary ~~ ~ ~ ~~ Student ~~~~ ~~~~ ServicxCoordinator ~~ ~ - ~~ - ~~~ ~ ~~ - 

2. Person to Contact 

. ~~ ~~ 

3. Action Requested 
a. 
b. 

Establish Retention Schedule; record will mntinue to accumulate. 
U Dispose of present accumulation; no further accumulation anticipated. 

c.~ .~ 0 Amend_AppJica!i_on NL-- -~ -~ ~- Check One: n Change; 0 Supercedei~O_ yojd -~ ~ -~ - ~~~ 

4. Dates of Series 
Earliest Latest 

5. Records Series Title (followed by title used in office; if different) 

1979 I To Date - Student Services Coordinator's Subject Files 
6. Division and Office Function What i s  the function of the Division and the Office in which this record series is  created? 

-! 

- -  - _ _  
7. Record Series Description 

Documents relating to: 

This f i le mntains the following documents (include form numbersand titles, if any): 
Attach samples of the file. 
Coordinating student services for secondary and postsecondary voca- 
tional schools. 

Includedare: Correspondence and informational reports related to job placement and other 
student personnel services; communications to and from financial aid officers, 
Office of Veterans Affairs, Georgia Department of Labor and Human Resources 
(Vocational Rehabilitation), other units within the Office of Vocational 
Education, PROBE, the Georgia Articulation Commission, the armed services, and 
colleges, etc.; and brochures, publicity, and agreements concerning recruitmen 
fairs, meetings, sex equity materials, and other related topics. 

File isarranged: Chronologically by calendar year; thereunder alphabetically by subject. 
. 

- 
8. Monthly Reference Rate How often are records referred to whichare: t One to six months old da% -. ' Seven to twelve months old ; Thirteen to twenty-four months old 6-7 ; . 

t w e n t y - f i v e ~ o n ~ ~ s a n d . o l d e r ~ ~ d Q ~ , ? - .  ~ ~~ ~ > ~. ~- ~ ~ .~ = 

9. Annual Rate of Accumulation of Records 

, Lett&-size hrawers ; Legal-size drawers ;Shelves lother (specify) t ~ 



_- ~ 

~~ __ NO 1 10. Questionnaire (Place an "X" In the proper column) 
a. Is  this the official copy of the series? 

If not.where.isM-__~ . ~ .. . 

b. Does the series contain confidential information requiring security handling? If yes, cbe law or regulation. 

d. Does this series have historical or long term research value? 
e. When one or two documents in the file make it necessary to.keep the entire file for a long period, could these 

. ~~ . __.__~_~_ -~ -. -~ 

~ 
~~ 

c. I s  this a-vital record? 
~ 

~ .- 

~- ~ dacumnts .b.schedu!d sepacalelG__ ~~ -1.-~ ~~ - 
L~ lsthainformation cantained_in_thirwies ever Dublished? If ves. attach CQPV. 

I f . u e u t a c h  &PY .-.~ - ~~ .- 

-. If y e t  where? .. - 
A_ IrUserjes  toc~umjorpmfbtmfi t l  reglllarlv miuo f i lmed? __  

, .,*:- 
g. Is the informatioh contained in this series ever analyzed and/or recorded in a summarized report? 

h. Is  there a duplication of this Series in your office, or in another office or agency? 
__ .. ~ _ _ _  

.~~ ... ~ 

j. Doesihe cecord suiesresYLt in a comuut er ~ c n t o u t l  .- 

a. State Law - .--years. d. Audit period years. 
b. Statute of limitation years. e. Administrative need _ -  2- --years. 
c. Federal law -years. f. Federal retention instructions -----years. 

Attach copy or excert of laws or regulations. Explain administrative need. 

Offi2e reference requirements. 

. ~. 
~. - . - 

12. Approved Disposition Instructions This agency recommends that the file series be cut off a t  the end of each: 
63 Calendar Year; '0 Fiscal Year; 0 Other -. ~ L-. - _ _ ~ -  -.then, 

Hold in the current files area - --month(s) - ~ 2 _ _  year(s); then 
0 Transfer to local holding area: hold 
0 Transfer to State Records Center; hold 

Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

year(s); then 
--.yeark); then 

, 

These instructions apply to a l l  prior and future accumulations of the series. 

graph 12 are approved. 
( I f  disapproved, attach letter 
of explanation.) 

Attorney GeneraVDesignee 
AR--50-71: 6". 76 


